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SUMMARY of CHANGE
DA PAM 37–2
Time and Attendance Reporting for the Standard Army Civilian Payroll System
(STARCIPS)

This new pamphlet sets forth procedures for preparing, certifying, and
submitting Time and Attendance Reports for Army Civilians. It also provides
examples for completed DA Form 4395’s that reflect proper corrections, and
certifications of these forms.
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History. This UPDATE printing publishes a
new DA Pamphlet. This publication has been
r e o r g a n i z e d  t o  m a k e  i t  c o m p a t i b l e  w i t h  t h e
A r m y  e l e c r o n i c  p u b l i s h i n g  d a t a b a s e .  N o
content has been changed.
Summary. This pamphlet covers the prepa-
ration of DA Form 4395 (Time and Attend-
ance Report) for Army civilians paid through
the Standard Army Civilian Payroll System

(STARCIPS). It describes the procedures for
preparing, maintaining, certifying, and sub-
mitting the forms. AR 37–105 is the prescrib-
ing directive for civilian pay procedures.
Applicability. This pamphlet applies to all
supervisors, time and attendance clerks, and
civilian employees of organizations paid by
finance and accounting officers using STAR-
CIPS. It does not apply to the Army National
Guard or the Corps of Engineers.
P r o p o n e n t  a n d  e x c e p t i o n  a u t h o r i t y .
Not applicable.

Impact on New Manning System This
pamphlet does not contain information that
affects the New Manning System.
Interim changes. Interim changes to this
pamphlet are not official unless they are au-
thenticated by The Adjutant General. Users
will destroy interim changes on their expira-
tion dates unless sooner superseded or re-
scinded.
S u g g e s t e d  I m p r o v e m e n t s .  T h e  p r o p o -
nent agency for this pamphlet is the Office of
the Secretary of the Army. Users are invited

to send comments and suggested improve-
m e n t s  o n  D A  F o r m  2 0 2 8  ( R e c o m m e n d e d
Changes to Publications and Blank Forms)
d i r e c t l y  t o  t h e  A s s i s t a n t  S e c r e t a r y  o f  t h e
A r m y  f o r  F i n a n c i a l  M a n a g e m e n t ,  A T T N :
S A F M – F A P – P C ,  I n d i a n a p o l i s ,  I N
46249–1006.

Distribution. Distribution of this publica-
tion is made in accordance with DA Form
12–9A–R requirements for 37-series publica-
tions.The number of copies distributed to a
given subscriber is the number of copies re-
quested in Block 63 of the subscriber’s DA
Form 12–9A–R. DA Pam 37–2 distribution is
A for Active Army, A for USAR, and None
for ARNG. Existing account quantities will
be adjusted and new account quantities will
be established upon receipt of a signed DA
Form 12–9U–R (Subscription for Army UP-
DATE Publications Requirements) from the
publications account holder.
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Chapter 1
Introduction

1–1. Purpose
This pamphlet governs the procedures for preparing, maintaining,
certifying and submitting DA Form 4395 (Time and Attendance
Report).

1–2. References
a. Related publication. AR 37–105, Finance and Accounting for

Installations: Civilian Pay Procedures.
b. Referenced forms.
(1) DA Form 2496, Disposition Form.
(2) DA Form 4395, Time and Attendance Report.
( 3 )  D A  F o r m  4 5 3 6 ,  C i v i l i a n  E m p l o y e e s  E a r n i n g s  a n d  L e a v e

Statement.
(4) SF 50, Notification of Personnel Action.
(5) SF 71, Application for Leave.

1–3. Explanation of abbreviations and terms
Abbreviations and special terms used in this pamphlet are explained
in the glossary.

1–4. Time and attendance functions
a. The Assistant Secretary of the Army for Financial Manage-

ment, through the Director of Finance and Accounting, will—
(1) Issue procedures for preparing, maintaining, certifying, and

submitting DA Form 4395’s.
( 2 )  S u p e r v i s e  A r m y  s t a f f  i m p l e m e n t a t i o n  o f  T A  r e p o r t i n g

procedures.
(3) Periodically review all echelons’ compliance with the proce-

dures outlined in this pamphlet.
b .  C o m m a n d e r s  o f  m a j o r  A r m y  c o m m a n d s  ( M A C O M s )  a n d

heads of Army Staff agencies will include examination of compli-
ance with this pamphlet in regular command inspections.

c. Installation commanders will ensure that supervisors and time-
keepers are properly trained on TA reporting responsibilities and
procedures.

d. Immediate supervisors are responsible for the timely and accu-
rate preparation, certification, and submission of DA Form 4395’s
for all their employees.

1–5. Disposition of records, reports, and forms
Disposition of civilian pay records, reports, and forms is governed
by AR 25–400–2.

Chapter 2
General Posting Instructions

2–1. General
a. A properly certified DA Form 4395 must be submitted to the

civilian payroll office before payment is authorized. (A sample of a
properly certified DA Form 4395 is at fig 2–1.)

(1) Since it is the basis for payment, it is essential that each form
accurately reflect attendance or absence, as well as information
pertaining to all categories of premium pay.

(2) When DA Form 4395’s must be supported by other docu-
ments, such as sick leave certification, military leave orders, and
certificates of attendance, the documents must accompany the forms
for the pay period during which the leave was taken or the hours
were worked, or must have been previously submitted to the civilian
payroll office. SF 71’s are retained by supervisors.

(a) If the above documents are submitted with the DA Form
4395’s, they should be assembled together and placed either directly
in front of or behind the group of DA Form 4395’s being submitted.

(b) The employee’s social security number must be included on
all substantiating documents.

b. Preprinted DA Form 4395’s will be furnished timekeepers

prior to the beginning of the pay period. For new employees, time-
keepers will establish a DA 4395; it will usually be two pay periods
before a preprinted form will be furnished. (See para 3–1 for infor-
mation on establishing a DA Form 4395.)

c. If any absence without pay (AWOP) hours have been recorded
in card column (cc) 18–21 on the reverse side of the DA Form
4395, the base hours in the appropriate shift column on the front
side of the form must be decreased accordingly.

d. Care must be taken in handling the DA Form 4395’s. Paper
clips or staples will not be used. The forms will not be folded,
mutilated, or damaged in any way. Rubber bands may be used to
hold together individual groups of forms being submitted.

e. After TA data has been posted to the DA Form 4395, this data
is considered sensitive in nature. The reports should be secured
accordingly. When it is necessary to keep posted DA Form 4395’s
overnight, they should be stored in a locked container.

2–2. Assignment of timekeepers
a. Supervisors may serve as timekeepers or they may designate

clerical personnel to be timekeepers. Regardless of the designation
of the timekeeper, the supervisor is responsible for the accuracy of
the forms he or she certifies.

b. Timekeeping is a critical function. Personnel chosen as time-
keepers must be competent, responsible, and trustworthy. They are
expected to keep complete and accurate DA Form 4395’s.

c. Timekeepers must be knowledgeable about local installation
timekeeping regulations and must keep informed of all changes.
They must have positive, visual knowledge of each employee’s
presence or absence.

d. Timekeepers should not keep DA Form 4395’s for more than
50 employees. This will prevent delays in submitting the forms to
the payroll office.

e. Timekeepers may not maintain the DA Form 4395’s of their
immediate supervisors. They may not receive or distribute checks
and bonds.

f. Supervisors and timekeepers must be knowledgeable about cer-
tain pay and leave entitlements in order to post the form correctly.
Table 2–1 may be used to determine some of the pay and leave
entitlements for civilian employees. Contact the civilian personnel
office (CPO) when a question arises concerning any of these entitle-
m e n t s .  ( T a b l e  2 – 1  i s  l o c a t e d  a f t e r  t h e  l a s t  c h a p t e r  o f  t h i s
regulation.)

2–3. Entries
a. Attendance, absence, and all other applicable data will be

recorded daily in blue or black indelible ink. Do not use felt-tip
pens or erasable ink pens. Errors in posting will be corrected by
drawing a single line through the incorrect entry and posting the
correct data; erasures and white out are not allowed. All corrections
will be initialed by the supervisor who certifies the DA Form 4395.
(See fig 2–2 for sample of a completed DA Form 4395 showing a
supervisor’s correction.)

b. Hours worked and absences, except annual leave, sick leave,
continuation of pay (COP) leave, and military leave days, will be
posted in increments of one-quarter hour.

c. In making daily entries, a common fraction (1⁄4, 1⁄2, or 3⁄4)will
be used to post fractional hours. When completing the PAY PE-
RIOD TOTAL line, the fraction code or common fraction will be
used as required by installation policy. (See table 2–2 for fraction
codes.)

d. All payable hours in the basic workweek will be accounted for
in the appropriate shift column and will include paid leave hours.
AWOP hours will not be included.

e. Hours reported on the PAY PERIOD TOTAL line may be
posted with zero fill or with positive hours as required by installa-
tion policy. (An example of positive hours reporting on the PAY
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PERIOD TOTAL line can be found in fig 2–2).

Table 2–2
Fraction codes

Code Designation

0 No fractional hours
2 1⁄4 hour
5 1⁄2 hour
7 3⁄4 hour

2–4. Certification
a. Each DA Form 4395 submitted will be signed by the desig-

nated supervisor in the space provided on the form. Facsimile signa-
tures cannot be used.

b. The certifying supervisor’s name must be typed, stamped, or
printed in the certification block. The date of certification will be
entered in the certification block near the supervisor’s signature. The
s u p e r v i s o r ’ s  t e l e p h o n e  n u m b e r  w i l l  b e  e n t e r e d  i n  t h e  s p a c e
provided.

c. Supervisors must keep currently informed as to the attendance
or absence of the employees for whom they are responsible so their
certification of the form is meaningful.

d. At the beginning of every calendar year, each organization
must give its payroll office the names of those supervisors author-
ized to certify DA Form 4395’s. This notice should be an alphabeti-
cal list of names by work center or section signed by the activity
director. Signature cards or sample signatures are not required. A
supplemental notice will be sent to the payroll office to delete the
name of a supervisor or alternate no longer authorized to certify DA
Form 4395’s and add an authorized name.

e. If the supervisor designated as the certifying official is absent,
the next higher supervisor in the employee’s chain of command will
certify the DA Form 4395. If an acting supervisor has been so
designated in writing, he or she may certify DA Form 4395’s of
employees temporarily under his or her supervision. The acting
supervisor’s name must be submitted to the payroll office on a
separate supplemental notice with a designated timeframe that the
individual will be certifying the forms.

f. DA Form 4395’s will not be certified before the last workday
of the pay period unless the reports are to be mailed to the payroll
office.(See para 2–6b.).

g. When a DA Form 4395 is signed by the supervisor, the fol-
lowing facts are certified:

(1) Attendance and absences shown are correct.
(2) All absences have been approved in the category indicated.
(3) Tour of duty (TOD) or shift shown is the regular scheduled

TOD or shift.
( 4 )  O v e r t i m e ,  c o m p e n s a t o r y  t i m e ,  a n d  h o l i d a y  h o u r s  r e p o r t e d

were approved per existing laws and regulations.
(5) Employee is entitled to pay for hours shown in various pay

categories (such as night differential, overtime, Sunday premium, or
environmental differential pay/hazardous duty pay (EDP/HDP).

b. Employees cannot maintain or certify their own DA Form
4395, except in rare circumstances. An employee can certify his or
her own form only if it is not practical to do otherwise and authority
has been given in writing by an official authorized by the OASA(-
FM). Requests for deviation must be made in writing and sent
through the MACOM to the ASA(FM), ATTN: SAFM–FAP–PC,
Indianapolis, IN 46249–1006.

2–5. Supervisor’s checklist
Supervisors are responsible for the accuracy of the DA Form 4395’s
they certify. Before certifying, the supervisor should make sure
that—

a. Attendance and absences are posted correctly.
b .  A l l  l e a v e  ( o t h e r  t h a n  a d m i n i s t r a t i v e ,  a b s e n t  w i t h o u t  l e a v e

(AWOL), or suspension) is initiated by the employee or an SF 71
(Application for Leave) is obtained.

c. All compensatory time worked is initialed by the employee.
d. All overtime, compensatory time, or holiday work has been

approved and the hours reported on the DA Form 4395 do not
exceed the hours authorized.

e. All lined-through corrections are initialed by the supervisor
certifying the DA Form 4395.

f. All columns are totaled and all totals are correct. All fraction
codes are correct. Appropriate codes have been posted on the PAY
PERIOD TOTAL line.

g. All leave taken in conjunction with temporary duty (TDY) has
been recorded.

h. All required substantiating documents are included (military
orders and certificates of attendance for military leave, SF 71’s for
restored annual leave, certificates of attendance for court leave, and
so forth).

i. EDP/HDP has been approved by the CPO.
j. TOD has been posted.
k. Actual clock hours for all absences of less than a full day are

posted. Actual clock hours for all time worked outside the regularly
scheduled tour of duty are posted.

l. Night differential hours are reduced by annual and and sick
leave hours that exceed 7 hours in the pay period. (See para 3–5c
for an explanation of night differential hours and leave taken.)

m. Sunday premium hours are reduced by leave hours taken on
that day. (See para 3–9a(3) for an explanation of Sunday premium
hours and leave taken.)

n. Base hours on the front side of the DA Form 4395 have been
reduced by the number of AWOP hours reported on the reverse side
of the form.

2–6. Submission
a. A DA Form 4395 must be submitted each pay period for every

employee including intermittent employees. Forms for intermittent
employees will be submitted even though no work was actually
done. A notation will be made in the REMARKS block that the
employee did not work during the pay period. The form must be
certified even though no hours of work are posted. (See fig 2–3 for
a  s a m p l e  o f  a  c o m p l e t e d  D A  F o r m  4 3 9 5  f o r  a n  i n t e r m i t t e n t
employee—no hours worked.)

b. The supervisor must certify the DA Form 4395’s after all the
time has been recorded by the timekeeper. The form must not be
returned to the timekeeper after certification. The certified forms
will be sent to the payroll office in sealed envelopes. Envelopes
containing DA Form 4395’s will be clearly marked “Priority mail”
and “Do not open in the mailroom.” Local forms(including cor-
rected and supplemental forms) will be hand-carried to the payroll
office. They will not be sent through a distribution/message cen-
ter. The forms should arrive in the payroll office no later than 1200
of the first regular workday following the close of the pay period.
Local policy may specify a lesser time; however, the forms will not
be certified prior to the last workday of the pay period unless early
submission is required to allow for mail time.

c. DA Form 4395’s for separated employees will be certified and
submitted to the payroll office on the employee’s last day of duty.
Forms for separated employees will not be held until the last day of
the pay period unless it is the last duty day. The REMARKS block
on the reverse side of the DA Form 4395 must be annotated with
the type of separation and the effective date of the separation (for
example, Resignation, 26 Nov 86). (See figs 2–4 and 2–5 for sam-
ples of completed DA Form 4395’s showing separations.)

d. DA Form 4395’s will be submitted in the sequence requested
by the payroll office (alphabetical, by social security number (SSN),
and so forth).

2–7. Daylight saving time
a. Employees working a night shift on the day when daylight

saving time begins may not be allowed 1 hour of administrative
leave at the end of the shift to fulfill the requirement that they work
8 actual hours. Employees must use 1 hour annual leave or leave
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without pay (LWOP); or, according to installation policy or union
agreement, employees may be allowed to work 1 hour beyond the
end of their shift.

b .  W h e n  s t a n d a r d  t i m e  g o e s  b a c k  i n t o  e f f e c t ,  t h e  e m p l o y e e s
working shifts during the time change will be credited with the
actual number of hours worked. Generally, employees will be paid 1
hour of overtime on this day.

2–8. Corrected DA Form 4395
a. When a posting on a DA Form 4395 is found to be in error,

the supervisor can correct the original form submitted, provided the
payroll office has not completed processing DA Form 4395’s for
that pay period. If processing has been completed, a corrected DA
Form 4395 will be submitted to the payroll office. The corrected
DA Form 4395 will reflect the same entries as the original form in
cc 1–15. The employee’s name and the pay period ending date must
also be completed. (See fig 2–6 for a sample of a corrected DA
Form 4395.)

b. Corrections will be posted in the appropriate columns and the
remaining postings will be exactly as originally submitted. Enter an
explanation in the REMARKS block of the DA Form 4395. Enter
“Corrected” on the front of the form under the pay period ending
date in the certification block.

c. Certified DA Form 4395’s cannot be released for correction
after receipt in the payroll office. When a supervisor fails to certify
a DA Form 4395, the supervisor should visit the payroll office and
personally certify the original form if he or she is on an installation
collocated with the payroll office. If not, the supervisor should
submit a corrected DA Form 4395.

d. If prepunched DA Form 4395’s are mutilated, soiled, or other-
wise damaged, the timekeeper will take the steps below.

(1) Make a new form. (See para 3–1 for information on establish-
ing a DA Form 4395.)

(2) Attach the damaged form to the new one.
(3) Submit both to the payroll office.

2–9. Supplemental DA Form 4395
When late approval of overtime, compensatory time, or holiday
work is received by the supervisor, a supplemental DA Form 4395
must be prepared and submitted to the payroll office. This form will
s h o w  o n l y  t h e  o v e r t i m e ,  c o m p e n s a t o r y  t i m e ,  o r  h o l i d a y  h o u r s
worked. (See fig 2–7 for a sample supplemental DA Form 4395.)
The identification information on this report must be the same data
as the original report for the applicable pay period. Supplemental
forms may only be used to add overtime, compensatory time, or
holiday work that was omitted from the original DA Form 4395. A
corrected DA Form 4395 must be submitted for any other additions,
deletions, or changes. (See para 2–8 for instructions on preparing a
corrected DA Form 4395.)

2–10. Clock hours
The starting and ending times of day (expressed in military time) for
time worked and absences of less than a full workday must be
posted to the DA Form 4395. The regularly scheduled tour of duty
is posted to the form in the TOUR OF DUTY column. The clock
hours for all other hours worked and leave taken must be posted to
the DA Form 4395 in a manner prescribed by installation policy.
One of the following methods will be used:

a. Post the clock hours entry in parentheses beside the entry of
overtime, compensatory time, holiday work, annual, sick, or other
leave;or

b. Place a check in the REMARKS SEE REVERSE block on the
front of the DA Form 4395 and post the date, number of hours, type
of posting, and clock hours in the REMARKS block. (For example,
5 Jan, 6 OT, 1600–2200; 6 Jan, 2 OT, 1600–1800; 9 Jan, 2 SL,
0800–1000.)

2–11. Codes
a. The shift code is a one-digit code to designate the shift an

employee worked. These codes are listed in table 2–3. (They are

used in cc 16; and when applicable, used in cc 51, (holiday).) Shift
codes (other than code 1) are posted for WG employees only.

Table 2–3
Shift codes

Code Designation

1 First shift
2 Second shift
3 Third shift
5 Multiple shifts1

Notes:
1(Used only on total line in cc 16.)

b. The fraction code is a one-digit code to designate fractional
hours on the PAY PERIOD TOTAL line. These codes are shown in
table 2–2. The fraction code is not used for Sunday premium,
annual and sick leave taken, or military leave days charged. Follow
installation policy for use of fraction codes.

2–12. Alternate work schedules
a. The two types of schedules are as follows:
(1) Compressed schedules are those in which the basic work

requirement is scheduled for less than 10 days in a biweekly pay
period. For example, eight 10-hour days would complete the basic
80-hour biweekly work requirement. (See fig 2–8 for a sample
format.) Employees may also, by working longer hours, complete
the biweekly basic work requirements in less than 10 workdays.
(See fig 2–9 for a sample format.)

(2) Flexitime schedules allow the employee to vary the time of
arrival at and departure from the worksite. The basic work require-
ments must be met. For a full-time employee, these are 8 hours a day
and 40 hours in an administrative workweek. (See fig 2–10 for a
s a m p l e  o f  a  c o m p l e t e d  D A  F o r m  4 3 9 5  s h o w i n g  a  f l e x i t i m e
schedule.)

(a) Under a flexitime schedule, an employee may elect to vary
the length of a succeeding workweek or workday. The employee is
authorized to accrue up to 24 credit hours that may be carried
forward from pay period to pay period. Any credit hours worked in
a pay period that exceed 24 must be taken during that pay period or
they will be lost. When credit hours are taken, the employee must
initial the absence or support it with an SF 71.

(b) Credit hours are posted on the reverse side of the DA Form
4395 in cc 32–36 using code “E” for those hours earned and code
“T” for those hours taken. (See fig 2–11 for a sample of a com-
pleted DA Form 4395 showing credit hours.)

b. Controls must be established to ensure that adequate surveil-
lance will be maintained to assure proper and accurate time record-
i n g .  U s e  o f  o n e  o f  t h e  f o l l o w i n g  m e t h o d s  i s  r e c o m m e n d e d  t o
document actual “Work” time:

(1) TA clerks and supervisors who closely monitor arrival and
departure (to include meal periods).

( 2 )  S i g n - i n / s i g n - o u t  s h e e t s  b y  t i m e  o f  a r r i v a l  a n d  d e p a r t u r e
(seriatim time accounting).

(3) Timeclocks or other electromechanical devices.
Note. 
If the conventional TA recording method by a timekeeper is se-

lected in a flexible or compressed work schedule environment, stric-
ter management control must be implemented to ensure coverage
throughout the tour of duty.

c. If sign-in/sign-out registers are used, the registers will supple-
ment the DA Form 4395’s. Installations that provide for flexible
lunch periods should require employees to record the beginning and
ending of absences away from the work area on these registers.
Actual clock hours would not be required on the DA Form 4395
since the sign-in/sign-out register would be so noted. The sign-in/
sign-out registers will be sent to the payroll office with the DA
Form 4395.
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d. The extended hours of operation may require designation of
more than one timekeeper.

(1) Additional timekeepers should be assigned TODs that overlap
each other. This provides surveillance over recording devices, sign-
in and sign-out registers, or manual records of DA Form 4395’s.

(2) When designating additional timekeepers, certain conditions
should be considered.

(a) If possible, one timekeeper should arrive at the beginning of
the workday and one should leave at the end of the workday.

(b) Their days off should not be the same.
(3) Additional supervisory personnel may also be needed to both

supervise the work force and certify the DA Form 4395’s.
e. The REMARKS block on the reverse side of the DA Form

4395 will be annotated as to the type of alternate work schedule the
employee is working(flexitime, maxiflex, credit hours, and so forth).

Chapter 3
Detailed Instructions for Recording Data on the
Front Side of the DA Form 4395 for Personnel Other
Than Oversea Teachers

3–1. Establishing a DA Form 4395
a. When the timekeeper establishes a DA Form 4395 for a new

employee or prepares a corrected or supplemental DA Form 4395,
the data will be posted as follows:

(1) Enter “ZVS” in cc 1–3.
(2) Enter “A” in cc 4.
(3) If known, enter the payroll control number (PCN) in cc 5–6.If

the PCN is not known, leave blank for completion by the payroll
clerk.

(4) If known, enter the employee’s SSN in cc 7–15. If the SSN is
not known, leave it blank and the payroll clerk will fill it in.

(5) Enter the employee’s name (first, middle initial, and last) in
the space provided.

(6) Enter the activity code to which the employee is assigned in
the COST CENTER block.

(7) Enter the pay period ending date in the PAY PERIOD block.
(A corrected or supplemental DA Form 4395 will show the pay
period ending date for the appropriate pay period.)

b. The REMARKS block on the reverse side of the DA Form
4395 must show the entered on duty (EOD) date for a new employ-
ee, or an explanation for a corrected or supplemental DA Form
4395.

3–2. Tour of duty
The employee’s regular TOD will be shown in the TOUR OF
DUTY column by inclusive time of the day (for example: clock
time, 0730–1600). If the TOD covers the full pay period, the clock
hours of duty will be entered only on the first workday of the pay
period. If the employee’s TOD changes during the pay period, the
new hours of duty will be entered for the appropriate day. Schedules
and changes to TODs for employees working irregular tours must be
on file in the civilian payroll office. (See fig 3–1 for a sample of a
completed DA Form 4395 showing a firefighter’s TOD and fig 3–2
for a sample of a completed DA Form 4395 showing a consultant’s
TOD.)

3–3. Shift code
On prepunched and preprinted DA Form 4395’s, the shift code
denoting the shift to which the employee is assigned will usually
appear to the right of the printed pay period ending date. No entry
of shift code is required for GS employees. No entry of shift code
for WG employees will be required unless the shift for a given day
d i f f e r s  f r o m  t h e  p r e p r i n t e d  s h i f t  c o d e .  I f  t h e  e m p l o y e e ’ s  s h i f t
changes during the pay period, the new shift code will be entered on
the appropriate line in cc 16. (See table 2–3 for the code to be used
on the total line.)

3–4. Regular hours worked
Regular hours worked for all employees will be entered in the
appropriate shift field(s). Regular hours will be posted in increments
of quarter hours, when applicable. If an employee was on authorized
leave with pay, record regular payable hours in the appropriate shift
column. Regular payable hours are not reduced by the number of
paid leave hours taken.

a. 1 ST SHIFT (cc 17–20). Enter regular hours worked on first
shift, if any (all GS employees and first shift WG employees).

b. 2 ND SHIFT (cc 25–28). Enter regular hours worked on sec-
ond shift, if any (WG employees only). (See fig 3–3 for a sample of
a  c o m p l e t e d  D A  F o r m  4 3 9 5  s h o w i n g  s e c o n d  s h i f t  f o r  a  W G
employee.)

(1) Second shift differential is payable for the entire shift when a
majority of the WG employee’s regularly scheduled nonovertime
work is performed between 1500 and 2400. (See note below.)

(2) Second shift differential is additional pay at a rate of 71⁄2per-
cent of the employee’s rate of basic pay.

c. 3 RD SHIFT (cc 29–32). Enter regular hours worked on third
shift, if any (WG employees only). (See fig 3–3 for a sample of a
completed DA Form 4395 showing third shift for a WG employee).

(1) Third shift differential is payable for the entire shift when a
majority of the WG employee’s regularly scheduled nonovertime
work is performed between 2300 and 0800. (See note below.)

(2) Third shift differential is additional pay at a rate of 10 percent
of the employee’s rate of basic pay.
Note. Majority of hours means a number of whole hours greater than one-
half (including meal breaks): for example, 5 hours of a scheduled 8-hour
shift.

3–5. Night differential
a. Entitlement. GS employees are entitled to night differential

pay for all regularly scheduled night work of 15 minutes or more
that is actually performed during the hours designated as night
work. (Generally, night differential is payable for hours worked
between 1800 one day and 0600 the following day, excluding the
meal period.) Commanding generals of oversea commands may
designate any time after 1800 and any time before 0600 as the
beginning and end, respectively, of night work in instances where
local business customs require such action. Such designations must
be in writing and will be made a part of the payroll records.

(1) Part-time employees. Part-time GS employees are entitled to
night differential for each 15 minutes of regularly scheduled night
work.

(2) Intermittent employees. Intermittent GS employees are not
entitled to night differential unless they are temporarily assigned to
a regular TOD with night work.

(3) Student and summer aids. Student and summer aids whose
pay is set at the Fair Labor Standards Act (FLSA) minimum wage
rate are entitled to night differential. The hours worked must be part
of their regularly scheduled TOD.

b. Payment. Payment of night differential is at the rate of 10
percent of the employee’s rate of basic pay.

c. Absence on leave. An employee is entitled to a night pay
differential for a period of paid annual and/or sick leave only when
the total amount of that leave in a pay period, including both night
and day hours, is less than 8 hours. Only leave taken during the
night work period (1800–0600) reduces the night differential entitle-
ment on the leave day. For example, in figure 3–4 on Wednesday,
26 November 1986, the employee takes 2 hours of sick leave. Note
that the night differential is only reduced by three-fourths of an hour
rather than the 2 hours. This is because only three-fourths of an
hour fell during the night work period (1800–0600). The other 11⁄4
hours of leave taken do not affect the night differential pay. An
employee is entitled to a night pay differential for any period of
administrative leave during the night work period. (See fig 3–4 for a
sample of a completed DA Form 4395 showing night differential
entitlement while on administrative leave (holiday).)

d. Night differential and overtime. Night differential is payable
for overtime and compensatory hours worked that were scheduled
prior to the beginning of the administrative workweek and worked
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during the night work period. (See fig 3–5 for a sample of a
completed DA Form 4395 showing overtime and night differential.)

e. Night differential and compensatory time off. When an em-
ployee takes compensatory time off during the regularly scheduled
TOD, the entitlement to night differential is not affected.

f. Posting to DA Form 4395. The timekeeper will post the num-
ber of night differential hours payable in cc 21–24. Night differen-
tial is posted in increments of one-quarter hour. The meal period for
each TOD must be posted in the REMARKS block on the reverse
side of the DA Form 4395.

3–6. Authority to work overtime, compensatory time, and
holiday work
Follow installation policy for approving overtime, compensatory
time, or holiday work. Hours worked will not be posted to the DA
Form 4395 until proper authorization is obtained.

3–7. Overtime
a. Generally, an employee is entitled to overtime pay for all

hours worked that are officially ordered or approved and are in
excess of 8 hours a day or 40 hours a week. An FLSA nonexempt
employee (as defined in Federal Personnel Manual 551) is entitled
to FLSA benefits to the extent the FLSA would provide a greater
pay benefit than title 5, United States Code (5 USC). If 5 USC
provides a greater benefit, the employee will receive that benefit.

b. Under 5 USC for each GS employee whose rate of basic pay
does not exceed the rate for a GS–10 step 1, the overtime rate is one
and one-half times the employee’s hourly rate of pay. For each GS
employee whose rate of basic pay exceeds the rate for a GS–10 step
1, the overtime rate is one and one-half times the hourly rate of
basic pay for a GS–10 step 1. A WG employee’s overtime rate is
one and one-half times the employee’s hourly rate of pay.A nonex-
empt employee’s overtime pay must be computed under 5 USC and
FLSA to determine which law provides the greater benefit.

c. Overtime cannot be paid to a GS employee whose basic rate of
pay equals or exceeds the rate of a GS–15 step 10. The maximum
rate does not apply to nonexempt GS employees whose FLSA
benefits are greater than the benefits under 5 USC.

d. A minimum of 2 hours of overtime will be recorded if one of
the following occurs:

(1) An employee is required to return to his or her place of
employment for unscheduled overtime work.

(2) He or she works unscheduled overtime on a nonscheduled
workday.

e. Overtime is payable to intermittent and part-time employees
for work over 8 hours per day or 40 hours per week, if officially
ordered or approved.(See figs 3–6, 3–7, and 3–8 for samples of
completed DA Form 4395’s for intermittent and part-time employ-
ees with overtime hours.)

f. Overtime will not be posted for meal or break periods.
g. There will be no entries of overtime worked for prior pay

periods on the current pay period DA Form 4395. (See para 2–9 for
instructions on preparing supplemental DA Form 4395’s.)

h. All GS overtime is posted on cc 33–36 (first shift) regardless
of the actual time the overtime is worked. (See para 3–5d for
possible night differential entitlement for overtime work.)

i. WG overtime is posted in cc 33–36, cc 37–40, or cc 41–44
depending on the shift worked.

(1) The shift payable is based normally on the shift the employee
is working on the day the overtime is worked. If the overtime is
worked on a day off, the overtime is posted based on the shift
worked the preceding workday.

(2) Overtime pay for a WG employee having a regularly rotating
TOD that includes two or three shifts is computed on the rate of the
employee’s regularly scheduled shift in effect for the calendar day
that the overtime work is performed. When the overtime work is
performed on a day off, overtime pay is computed on the average
rate of basic pay for all regularly scheduled shifts worked by the
employee during the basic workweek. The hours worked will be
posted in cc 31–36 and a note will be entered in the REMARKS

block to indicate average rate overtime hours worked. (See fig 3–3
for a sample of a completed DA Form 4395 showing average over-
time hours worked.)

j. Employees must be compensated for every minute of regularly
scheduled overtime. Irregular, unscheduled overtime work will be
compensated for in multiples of 15 minutes. A negotiated agreement
or activity policy may provide for odd minutes of irregular overtime
in one of the following ways:

(1) Accumulate on a workweek basis, dropping any remaining
time that is 14 minutes or less.

(2) Drop on a daily basis.
(3) Round up or down on a daily basis to the nearest quarter

hour.
Note. Regularly scheduled overtime hours are those hours that were sched-
uled to be worked prior to the beginning of the administrative workweek.
(The exact date and clock hours the work is to be done must be scheduled
for each employee and the overtime must be worked during the scheduled
hours.)

k. The overtime hours posted in figure 3–9 will be changed to
base hours by the payroll office. The employee must work more
than 8 hours on 1 day or more than 40 hours in 1 week to be
entitled to overtime pay.

l .  N o n e x e m p t  e m p l o y e e s  h a v e  s p e c i a l  e n t i t l e m e n t s  u n d e r  t h e
FLSA.When a question arises about these entitlements, the CPO
should be contacted for a determination. The CPO is responsible for
determining all pay and leave entitlements. The supervisor must
work closely with the CPO to determine an employee’s entitlement
to overtime pay. Once the entitlement is determined, the supervisor
posts the overtime hours to the DA Form 4395 in the appropriate
shift column.

3–8. Compensatory time
a. Choosing compensatory time.
(1) GS employees may choose to take compensatory time off in

place of occasional or irregular overtime work. Compensatory time
cannot be granted for holiday work or regularly scheduled overtime
work.

( 2 )  C o m p e n s a t o r y  t i m e  o f f  m u s t  b e  g r a n t e d  t o  a n  e m p l o y e e
within a reasonable time after the overtime is worked. Usually, it
will be granted in the same pay period; however, if the situation
does not permit this, the time period may be extended. The limit for
extension is the end of the 13th pay period after that in which the
overtime was worked. All time off must be taken during the basic
40-hour workweek. If not taken by the end of the 13th pay period,
time must be paid as overtime. The overtime rate in effect at the
time the work was done will be used.

(a) Compensatory time off may not be granted to an employee
whose rate of basic pay for any pay period exceeds the rate for
GS–15 step 10.

(b) Compensatory time off may be granted to an employee whose
rate of basic pay is less than the rate of GS–15 step 10 only when
the compensatory time worked does not cause the employee’s ag-
gregate pay for that pay period to exceed the rate for a GS–15 step
10.

(3) A nonexempt GS employee may be granted compensatory
time off when the compensatory time off is taken within the same
workweek the overtime is worked.

(4) A nonexempt GS employee may be granted compensatory
time off in a later workweek, provided the following conditions are
met:

(a) The employee earns overtime entitlement under 5 USC that is
equal to or greater than the overtime entitlement under FLSA.

(b) The employee makes a written request to substitute compen-
satory time off for overtime payment. The request must be submit-
ted with the DA Form 4395.

b. Posting compensatory time worked. If compensatory time is
granted, the timekeeper will post the hours worked in cc 55–58. The
employee will initial the DA Form 4395 or submit a written state-
ment to substantiate that he or she has agreed to work the compen-
satory time. (See fig 3–10 for a sample of a completed DA Form
4395 showing compensatory time worked.)
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c. Posting compensatory time taken. As compensatory time is
used, the timekeeper will post hours taken in cc 66–69. The em-
ployee will initial the DA Form 4395 or submit an SF 71 to sub-
stantiate that he or she has taken the compensatory leave. (See fig
3–10 for a sample of a completed DA Form 4395 showing compen-
satory time taken.)

d. Transfer of compensatory time. If an employee transfers to
another installation or agency, the losing installation must pay for
compensatory time still to the employee’s credit at the time of
transfer.

e. WG employees. WG employees are not eligible for compensa-
tory time, except at installations with WG employees on flexitime
schedules.

f. Compensatory time off for religious observances.
(1) When personal religious beliefs require employees to abstain

from work during certain periods, they may choose to work com-
pensatory overtime and receive, instead of overtime pay, an equal
amount of compensatory time off.

(2) The compensatory overtime may be worked either before or
after the period of time off. Advanced compensatory time off should
be repaid within a reasonable time.

(3) Compensatory overtime worked in this manner is exempt
from all other provisions of overtime and premium pay contained in
5 USC and the FLSA.

(4) Compensatory time worked and taken for religious observ-
ances will be posted in the REMARKS block on the reverse side of
the DA Form 4395.

(5) Supervisors should contact the CPO to resolve any questions
o f  e n t i t l e m e n t  c o n c e r n i n g  c o m p e n s a t o r y  t i m e  f o r  r e l i g i o u s
observances.

3–9. Sunday premium
a. Entitlement.
(1) Only full-time employees are entitled to Sunday premium pay

for Sunday hours worked that fall within the employee’s regularly
scheduled TOD. Part-time and intermittent employees are not enti-
tled to Sunday premium pay.

(2) A full-time employee is entitled to Sunday premium pay if
any part of the TOD he or she works falls on Sunday. For example,
if an employee works from 2315 to 0715 on Saturday and Sunday,
he or she is entitled to 8 hours of Sunday premium pay for each
day. (See fig 3–11 for a sample of a completed DA Form 4395
showing Sunday premium pay—irregular TOD.)

(3) Employees must actually work to be paid Sunday premium
pay except for court leave, military leave, and COP leave. (See fig
3–12 for a sample of a completed DA Form 4395 showing Sunday
premium hours and leave taken.)

b. Payment. Sunday premium pay is equal to 25 percent of the
employee’s rate of basic pay. Payment for Sunday premium may not
exceed 16 hours per week.

c. Posting to DA Form 4395. Sunday premium hours will be
posted in the appropriate shift field. Fractions will be used for daily
entries;however, only full hours will be posted on the PAY PERIOD
TOTAL line. The payroll office will compute the Sunday premium
pay when fractional hours are worked.

(1) First shift (cc 45–46). Enter Sunday premium hours worked
on first shift (all GS employees and first shift WG employees).

(2) Second shift (cc 47–48). Enter Sunday premium hours worked
on second shift (WG employees only).

(3) Third shift (cc 49–50). Enter Sunday premium hours worked
on third shift (WG employees only).

3–10. Holiday hours worked
a. Entitlement.
(1) An employee who performs work on a day designated as a

legal holiday is entitled to holiday premium pay. Holiday premium
pay may not exceed 8 hours and may not be paid for hours worked
on a holiday that falls outside the employee’s scheduled TOD.
Hours worked outside an employee’s scheduled TOD on a holiday
are reported as overtime or compensatory time. (See fig 3–13 for a

sample of a completed DA Form 4395 showing holiday work, holi-
day leave, and overtime.)

(2) A part-time employee is entitled to holiday premium pay for
hours worked on the holiday that correspond to his or her scheduled
TOD. Hours worked on the holiday that are outside the scheduled
TOD are compensated at base rates; however, those hours worked
on a holiday that exceed 8 hours are compensated at overtime rates.

(3) An intermittent employee is not eligible for holiday premium
pay. If work is performed on a holiday, the employee is compen-
sated at the basic rate of pay for the first 8 hours of work and at the
overtime rate of pay for any additional hours of work.

(4) Employees who work a regular TOD that extends over 2
workdays shall have their regular TOD that begins on the holiday
considered their holiday. For example, a holiday falls on a Monday.
The employee’s TOD is 2300–0700 Sunday through Thursday. The
employee’s holiday begins at 2300 on Monday and goes through
0700 on Tuesday. The employee is entitled to holiday premium pay
for hours worked between 2300 on Monday and 0700 on Tuesday.
The holiday hours worked are posted on Monday.

b. Payment.
(1) An employee who performs holiday work is entitled to his or

her regular pay for the day plus additional pay for the holiday work.
The additional pay is paid at the employee’s rate of basic pay for all
holiday work. For example, an employee whose hourly rate is $5.25
works 6 hours on a holiday. The holiday premium pay is $31.50
($5.25 × 6). The employee also receives his or her regular pay for
that day ($5.25 × 8 = $42.).

(2) An employee who is required to perform any work during his
or her scheduled TOD on a designated holiday is entitled to pay for
at least 2 hours of holiday work.

c. Authorization required. See paragraph 3–6 for authorization
required.

d. Posting to the DA Form 4395.
(1) When holiday hours worked are reported, the appropriate

shift code must be posted in cc 51 to designate the shift worked.
(See fig 3–14 for a sample of a completed DA Form 4395 showing
holiday hours worked.) For GS employees, the shift code will al-
ways be 1. For WG employees, the shift code will be the shift the
employee works on the holiday.

(2) In cc 52–54, post the actual hours worked on the holiday.
These hours will be posted in increments of quarter hours.

3–11. Annual leave
a. Entitlement. All full-time and part-time employees are entitled

to annual leave provided they are appointed for 90 days or longer.If
an appointment is for less than 90 days, the employee is not entitled
to annual leave until after being employed for a continuous period
of 90 days under successive appointments without a break in serv-
ice. A break in service is 1 workday or more when the employee is
not on the Government’s employment rolls. Employees who work
on an intermittent basis, without a regular TOD scheduled in ad-
vance, are not entitled to annual leave.

b. Absences. Absences for annual leave will be initialed by the
employee in the INITIALS column. The employee’s initials indicate
that the leave was requested and taken. An SF 71 may be submitted
with the DA Form 4395 instead of the employee’s initials; however,
use of an SF 71 should be limited to only those instances when the
employee cannot initial the form.The form will be initialed or an SF
71 submitted prior to using annual leave except in cases of emer-
gencies. SF 71’s will be retained by supervisors.

c. Advance annual leave. All approved advances of annual leave
must be submitted to the servicing civilian payroll office on DA
Form 2496 (Disposition Form) with the DA Form 4395 on which
the advance annual leave is posted. An SF 71 cannot be used to
approve advance annual leave.Advance annual leave approval must
not exceed the amount of leave the employee will earn during the
leave year. Follow installation policy for approving advance annual
leave.

d. Restored annual leave. See paragraph 4–9 for guidance.
e. Posting to the DA Form 4395.
(1) Annual leave taken will be posted in full hours except when
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an employee’s daily TOD ends in a fraction. In a case when the
absence is for 1 day or less, the fraction is charged in units of full
hours. However, absences occurring in the same pay period will be
combined to determine the proper charge. The pay period total must
not include a fraction. It is within the supervisor’s discretion to
round up or down the fraction remaining at the end of the pay
period. (See fig 3–15 for a sample of a completed DA Form 4395
showing fractional leave taken.)

(2) When leave taken is for less than the number of hours for the
employee’s TOD for the day, the actual clock hours of leave must
be posted to the DA Form 4395. The clock hours may be posted in
parentheses beside the leave entry or on the reverse of the DA Form
4395 in the REMARKS block. If the clock hours are posted on the
reverse side of the form, the REMARKS SEE REVERSE block will
be checked and the REMARKS block will be annotated with the
date, number of hours, type of leave taken, and the clock hours of
l e a v e ( f o r  e x a m p l e ,  5  J a n ,  4  A L ,  0 7 3 0 – 1 1 3 0 ;  7  J a n ,  3  S L ,
1000–1345).

3–12. Sick leave
a. Entitlement. All full-time and part-time employees are enti-

tled to sick leave regardless of the length of appointment. Intermit-
t e n t  e m p l o y e e s  w h o  d o  n o t  h a v e  a  r e g u l a r  T O D  s c h e d u l e d  i n
advance are not entitled to sick leave.

b. Absences. Absences for sick leave will be initialed by the
employee in the initials column. An SF 71 may be submitted with
the DA Form 4395 instead of the employee’s initials; however, use
of the SF 71 should be limited to only those instances when the
employee cannot initial the form.A medical certificate may be re-
quired for certain absences depending on installation policy.A prop-
erly completed SF 71 may be used for the medical certificate.

c. Advance sick leave. All approved advances of sick leave must
be submitted to the servicing civilian payroll office on DA Form
2496 with the DA Form 4395 on which the advance sick leave is
posted. An SF 71 cannot be used to approve advance sick leave. An
employee may not have a balance of more than 30 days of advance
sick leave at any time. Follow installation policy for approving
advance sick leave. (See fig 3–16 for a sample of a completed DA
Form 4395 showing advance sick leave.)

d. Posting to DA Form 4395 Follow the procedures in paragraph
3–11e.

Chapter 4
Detailed Instructions for Recording and
Documenting Data on the Reverse Side of the DA
Form 4395 for Personnel Other Than Overseas
Teachers

4–1. General
If an entry is required to be made on the reverse side of the DA
Form 4395, place a check in the REMARKS SEE REVERSE block
on the front of the form.

4–2. Tour of duty
The TOD is not required to be posted on the reverse side of the DA
Form 4395.

4–3. Shift code
The shift code is not required to be posted on the reverse side of the
DA Form 4395.

4–4. Absence without pay (AWOP) hours
a. Types of AWOP.
(1) Leave without pay (LWOP) (code “1”). This is leave without

pay that has been authorized by the employee’s supervisor. Follow
installation policy for authorizing LWOP. (See fig 4–1 for a sample
of a completed DA Form 4395 showing approved LWOP.)

(2) Absent without leave (AWOL) (code “2”). This is leave with-
out pay that has not been authorized by the employee’s supervisor.

(See fig 4–2 for a sample of a completed DA Form 4395 showing
AWOL hours.)

(3) Suspension (code “3”). Suspension is the placement of an
employee in a temporary nonpay and nonduty status for disciplinary
reasons. An SF 50 (Notification of Personnel Action) must be issued
for all suspensions. (See fig 4–3 for a sample of a completed DA
Form 4395 showing suspension of an employee.)

(4) Furlough (code “4”). Furlough is the placement of an em-
ployee in a temporary nonpay and nonduty status because of lack of
work or funds or for other nondisciplinary reasons. An SF 50 must
be issued for furlough.

(5) Workers’ compensation (code “5”). LWOP is granted be-
cause of an on-the-job injury or illness. During this time the em-
ployee is expected to receive compensation from the Office of
Workers’ Compensation. An SF 50 must be issued for LWOP due
to workers’compensation. (See fig. 4–4 for a sample of a completed
DA Form 4395 showing LWOP due to workers’ compensation.)

b. Posting to the DA Form 4395.
(1) Enter the appropriate AWOP code in cc 17 and the number of

AWOP hours in cc 18–21. AWOP hours will be posted in incre-
ments of quarter hours.

(2) Base hours on the front side of the DA Form 4395 must be
reduced by the number of AWOP hours entered on the reverse side
of the form.

4–5. Other leave
a. The OTHER column on the reverse side of the DA Form 4395

will be used to post any leave taken that is not annual, sick, AWOP,
or compensatory. The type of leave taken will be identified by an
assigned code and a notation in the REMARKS block on the form.
C e r t a i n  t y p e s  o f  “ o t h e r ”  l e a v e  r e q u i r e  a d d i t i o n a l  s u b s t a n t i a t i o n
which is described in the following paragraphs or required by instal-
lation policy. Types of other leave are discussed in paragraphs 4–6
through 4–16. The code will be posted in cc 22 and the number of
hours of leave taken will be posted in cc 23–26. When more than
one type of “other” leave is posted, code “O” will be posted on the
PAY PERIOD TOTAL line.

b. Other leave is posted in increments of quarter hours except
COP leave and restored annual leave. These are posted in full hour
increments.

c. When an employee is absent less than a full day, the clock
hours of the absence must be shown on the DA Form 4395. They
may be placed in parentheses beside the leave entry, or they may be
annotated in the REMARKS column. (See para 2–10 for informa-
tion on posting clock hours.)

4–6. Holiday leave (code “H”)
a. The employees below are entitled to holiday leave if they are

in a pay status at the end of the TOD on the workday immediately
preceding the holiday, or at the beginning of the TOD on the
workday immediately following the holiday.

( 1 )  E m p l o y e e s  w h o  a r e  p a i d  o n  a  p e r  a n n u m  b a s i s  ( e x c e p t
firefighters).

(2) Employees who are paid on an hourly basis and have appoint-
ments not limited to 90 days or less, or have been currently em-
ployed for a continuous period of more than 90 days under one or
more appointments without a break in service.

(3) Eligible part-time employees who are prevented from work-
ing on a regularly scheduled workday because of the legal observ-
ance of a holiday. (See fig 4–5 for a sample of a completed DA
Form 4395 for a part-time employee with holiday leave.)

b. When an activity is closed for an “in lieu of” holiday that falls
on a part-time employee’s regularly scheduled workday and that
employee is prevented from working on that day, he or she may be
granted administrative leave, rather than holiday leave, with no
charge made to annual leave, sick leave, or LWOP. For example, a
part-time employee with a Tuesday through Saturday workweek
may be granted administrative leave when the workplace is closed
on Saturday by administrative order because of a Monday holiday.
Administrative leave granted for these employees will be posted as
code “O” rather than code “H.”
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c .  T h e  d a y  t o  b e  o b s e r v e d  a s  t h e  h o l i d a y  i s  d e t e r m i n e d  a s
follows:

(1) When the holiday falls on a workday, the workday will be the
holiday.

(2) When the holiday falls on the first nonworkday in the admin-
istrative workweek, the next workday will be the holiday. When the
holiday falls on the second nonworkday in the administrative work-
week, the preceding workday will be the holiday. (See fig 4–6 for a
sample of a completed DA Form 4395 showing holiday leave for an
employee working an irregular TOD.)

(3) Table 4–1 should be used to determine which day is to be
observed as the employee’s holiday. (Table 4–1 is located after the
last chapter of this regulation.)

d. Legal holidays are as follows:
(1) The 1st day of January.
(2) The third Monday in January.
(3) The third Monday in February.
(4) The last Monday in May.
(5) The 4th day of July.
(6) The first Monday in September.
(7) The second Monday in October.
(8) The 11th day of November.
(9) The fourth Thursday in November.
(10) The 25th day of December.
(11) Any other calendar day designated as a holiday by statute or

Executive Order.

4–7. Court leave (code “C”)
a. Civilian employees, other than intermittent employees, are au-

thorized court leave for—
(1) Jury duty service.
(2) Attending judicial proceedings in a nonofficial capacity as a

witness on behalf of a State or local government.
(3) Attending judicial proceedings in a nonofficial capacity as a

witness on behalf of a private party when the United States, District
of Columbia, a State, or local government is a party.

b. Court leave is not appropriate for attending judicial proceed-
ings as a witness when the Federal, State, or local government is not
a party. The employee must take annual leave or LWOP.

c. Commanders of installations may require employees excused
from court duty for all or most of the day to either return to duty or
suffer a charge against annual leave.

d. When an employee is called for court service (as a witness or
juror), the court order, subpoena, or summons, if one was issued,
must be presented to the supervisor as far in advance as pos-
sible.When the court service is completed, the employee must obtain
a certificate of attendance from the clerk of court or other appropri-
ate official. The certificate will show inclusive dates of jury duty or
witness service and amount of fees paid. The certificate of attend-
ance must be submitted with the employee’s DA Form 4395 on
which the court leave is posted. If this is not possible, a notation
will be made in the REMARKS block as to when the certificate will
be submitted. The supervisor is responsible for submitting the certif-
icate by the date specified. (See fig 4–6 for a sample of a completed
DA Form 4395 showing court leave.)

e. Fees received for jury duty and witness service cannot be kept
by the employee. They must be turned in to the servicing payroll
office or they will be collected by payroll deduction. The employee
may keep mileage fees. If a State has defined the amounts received
by employees for court service as expenses rather than fees, the
employee may keep reimbursements for these expenses.

f. An employee is entitled to his or her regular pay while on
court leave. This includes Sunday premium, night or shift differen-
tial, regularly scheduled overtime pay, holiday pay, standby duty
pay, and FLSA overtime pay. (See fig 4–6 for a sample of a
completed DA Form 4395 showing holiday leave and premium
pay.)

4–8. Military leave (code “O”)
a. Definition. Military leave is granted to an employee for the

purpose of performing active duty or active duty for training. Mili-
tary leave is not authorized for periods of inactive duty training
(usually weekend duties).

b. Entitlement.
(1) Eligible employees serving under permanent or temporary

indefinite appointments, temporary appointments pending establish-
ment of a register (TAPER), term appointments, or temporary ap-
pointments of 1 year or more, are credited with 15 days of military
leave at the beginning of each fiscal year. Part-time career employ-
ees (16-to 32-hour tour per week) are entitled to military leave on a
prorated basis. Determine the number of days by dividing 40 into
the number of hours in the employee’s regularly scheduled work-
week for that fiscal year and multiplying by 15.

(2) Employees with temporary appointments of less than 1 year,
temporary appointments not to exceed 1 year, or intermittent ap-
pointments are not entitled to military leave.

(3) An employee is entitled to his or her regular pay while on
military leave. This includes Sunday premium, night or shift differ-
ential, regularly scheduled overtime pay, holiday pay, standby duty
pay, and FLSA overtime pay.

(4) Unused military leave may be carried forward to the next
fiscal year. Not more than 30 days of military leave may be taken
per fiscal year. When no military leave has been taken during a
fiscal year, the employee must provide certification of carry-over
entitlement from his or her commanding officer, executive officer,
or adjutant.

c. Substantiation. Military leave taken must be supported by a
copy of the orders directing the employee to active military duty.
The employee must submit official evidence of performance of
military duty, such as a certificate of attendance signed by the unit
personnel officer or a copy of the pay voucher, on return to civilian
duty. These documents must be submitted with the employee’s DA
Form 4395 on which the military leave is posted. If this is not
possible, a notation will be made in the REMARKS block as to
when the certificate will be submitted. The supervisor is responsible
for submitting the certificate by the date specified.

d. Posting to the DA Form 4395. In addition to posting the
number of duty hours under OTHER, the number of military days
used must be posted in cc 37–38. The military leave period is
computed on a calendar day basis, not a workday basis. (See fig 4–7
for a sample of a completed DA Form 4395 showing military leave
for a firefighter.) Nonworkdays (including holidays) at the begin-
ning or end of the active duty period are not charged; however,
i n t e r v e n i n g  n o n w o r k d a y s  a r e .  F o r  e x a m p l e ,  a n  e m p l o y e e  h a s  a
weekly TOD of Monday through Friday. Military orders were re-
ceived that had a beginning date of 22 November 1986 with a return
date of 7 December 1986. The first weekend (22 and 23 November)
and the last weekend (6 and 7 December) were not posted to the
DA Form 4395. They were not charged against the 15 days. The
intervening weekend (29 and 30 November) and holiday (27 No-
vember) were posted to the DA Form 4395. They were counted
against the 15 days because they fell within the period of absence.
(See fig 4–8 for a sample of a completed DA Form 4395 showing
military leave taken by an employee other than a firefighter.)

4–9. Restored annual leave (code “O”)
a. Requests for restored annual leave must be submitted by the

employee to the CPO. Approved requests will be sent to the payroll
office to establish a separate leave account.

b. Local guidelines will be followed for the use of restored leave.
Generally, restored leave must be used within 2 years; however, in
the case of small amounts (such as 5 days or less), an employee
may be required to use the restored leave before using current leave
accruals.

c. Restored leave balances will not be reflected on the employ-
ee’s DA Form 4536 (Civilian Employees Earnings and Leave State-
ment). The supervisor will maintain a manual record of restored
annual leave balances for each employee.

d. The employee must request annual leave on an SF 71 if it is to
be charged to the restored leave account. The request must clearly
state the dates and amount of leave to be charged.
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e. Restored annual leave is posted to the OTHER column on the
reverse side of the DA Form 4395 in full hours. A note will be
made in the REMARKS block of the restored annual leave used.
(See fig 4–9 for a sample of a completed DA Form 4395 showing
restored annual leave.)

4–10. Continuation of pay (code “O”)
a. Entitlement. Civilian employees are entitled to medical care

and compensation for absences due to traumatic on-the-job injuries.
Eligible employees are entitled to up to 45 calendar days of continu-
ation of pay (COP) for each occurrence of injury. In order to qualify
for COP, the employee must file a written notice of the claim within
30 days of the date of injury. The first day of COP leave must be
taken within 6 months from the date of injury.

b. Authorization. The supervisor or CPO must send an authoriza-
tion for the 45 days of COP to the payroll office with the employ-
ee’s DA Form 4395 on which the first day of COP is posted.The
authorization to payroll should be submitted on DA Form 2496 and
should read as follows:

“(Employee’s name) has stopped work because of a job-related
traumatic injury sustained on (date). It has been determined that (he
or she) is entitled to continuation of pay not to exceed (date) per the
provisions of 5 USC 8118. (His or her) first scheduled duty day
after the date of the injury was (date).”

c. Charging COP days.
(1) Time the employee takes off must be certified by a physician

as necessary due to the injury. For example, when a physician
releases an employee on Friday, 10 February, COP leave would be
charged through the 10th. If the employee did not return to work
until Wednesday,15 February, 11 through 14 February would not be
counted as COP days, but rather as sick leave, annual leave, or
LWOP, depending on the circumstances. However, if on 10 Febru-
ary the doctor states the employee is not fit for duty until 15
February, 11 through 14 February would be counted as COP days.
In the case of a followup visit that occurs on a Friday, the employee
who returns to work on Monday is charged 1 day of COP leave
(Friday).

(2) If the day of the injury is in the regularly scheduled work-
week, it will be posted on the DA Form 4395 as regular duty
hours.If the employee does not return to work following the injury,
COP leave starts with the first scheduled day of duty after the date
of injury.If the employee is injured on the installation before his or
her shift begins, the day of the injury will be the first day of COP.

(3) Days of COP leave need not be successive.
(a) For example, an employee is injured on 1 May, files a claim

on 2 May, and is off from work from 1 May through 10 May,
returning to work on 11 May. The first day of COP leave would be
2 May and he or she would have used 9 days of COP leave. The
employee would still be entitled to 36 days of COP leave if he or
she incurs additional time loss because of the injury as certified by
the treating physician. The employee has 6 months from the date he
or she returns to work to take the remaining 36 days.

(b) If the same employee received followup medical care on 15
May, the employee could claim COP entitlement for that day and
successive days of time loss that the physician stated were due to
the original injury.

(c) Since the employee’s date of return to work was 11 May, the
last day that this employee would be eligible to begin COP leave
would be 11 November. Starting with 12 November, the employee
would have to file a workers’ compensation claim for time loss. If
any of the 45 COP days were remaining as of 12 November, and the
employee had not begun another period of disability, he or she
would lose entitlement to them.

(4) In counting COP days, use calendar days—not work days.
This includes holidays and days off. Only days are counted (that is,
if 1 hour is used to see a physician and 7 hours are worked, it is still
counted as 1 day of COP leave).

(5) The examples given below show whether or not to count
holidays or regular nonworkdays of the week as part of the 45-day

entitlement. In these examples, Saturday and Sunday are the regular
nonworkdays. A holiday would be considered the same as the non-
workdays in these examples.

(a) Off work a part of Friday or a part of Monday. Do not count
Saturday and Sunday, assuming the employee was not disabled on
e i t h e r  S a t u r d a y  o r  S u n d a y  u n l e s s  t h e  m e d i c a l  e v i d e n c e  s h o w s
otherwise.

(b) Off work a full day on Friday or Monday. Do not count
Saturday and Sunday, assuming the employee was not disabled on
e i t h e r  S a t u r d a y  o r  S u n d a y  u n l e s s  t h e  m e d i c a l  e v i d e n c e  s h o w s
otherwise.

(c) Worked full day on Friday and off full day on Monday and
Tuesday. Do not count Saturday and Sunday, assuming the em-
ployee was not disabled on Saturday and Sunday unless the medical
evidence shows otherwise.

(d) Off work all or part of Thursday and off work all of Friday
and worked all of Monday. Count Saturday and Sunday, assuming
the employee was disabled on Saturday and Sunday unless the
medical evidence shows otherwise.

(e) Off work a part of Friday and all of Monday. Count Saturday
and Sunday, assuming the employee was disabled on Saturday and
Sunday unless the medical evidence shows otherwise.

(f) Off work all of Friday and part of Monday. Count Saturday
and Sunday, assuming the employee was disabled on the Saturday
and Sunday unless the medical evidence shows otherwise.

d. Charging COP for light duty assignment.
(1) Light duty COP is only charged when the CPO processes an

SF 50 to change the employee to a lower grade, or to lower pay, or
to a job that results in a loss of salary (that is, night (shift) differen-
tial, Sunday premium, and so forth).

(2) During the 45-day period, all days from the effective date of
the reassignment to the lower grade and/or pay, until the employee
is assigned back to his or her regular grade and/or pay, are charged
as COP days even though the employee is actually working.The
number of days of light duty COP each pay period must be recorded
in the REMARKS block of the DA Form 4395.

(3) If the employee takes a day of annual leave in the middle of
this period of reassignment, the day is charged to annual leave.
However, it is also charged against the 45 calendar days of COP.
Only the annual leave is posted to the DA Form 4395. A notation is
made in the REMARKS block for the light duty COP days charged.
(See fig 4–10 for a sample of a completed DA Form 4395 showing
light duty COP.)

(4) When reporting a compensation case, the rate of pay to be
reported for light duty COP is the difference between the employ-
ee’s position before the reassignment and the lower grade and/or
pay position. During the 45 days, the employee is entitled to his or
her pay for the position from which reassigned. For example, if a
GS–5 step 1 employee is changed to a GS–4 step 1 position, he or
she is entitled to the pay that would have been received had he or
she remained at a GS–5 step 1 during the 45-day period. The COP
amount to be reported is the difference between the pay of the GS–4
step 1 and the GS–5 step 1.

e. Buy-back of leave. An employee who uses annual and/or sick
leave for time lost from work due to an injury may “buy back” the
annual and/or sick leave when the Office of Workers’ Compensation
Program (OWCP) approves a claim for Federal Employees Com-
pensation Act (FECA) compensation. The supervisor must prepare
corrected DA Form 4395’s for the period involved and charge the
employee LWOP instead of annual and/or sick leave. When pay-
ment is made for the entire amount of annual and/or sick leave, the
leave will be reinstated to the employee.

f. Posting to DA Form 4395.
(1) As was indicated in c(4) above, if an employee takes only 1

hour of COP leave and works the other 7 hours, 1 full day of COP
leave is charged against the 45 days. The number of COP days
charged is posted in the REMARKS block on the reverse side of the
DA Form 4395. The timekeeper or supervisor must establish a
suspense date for the 45 days to ensure the maximum number of
days are not exceeded. However, only the actual number of hours

9DA PAM 37–2 • 6 January 1988



absent from duty due to the injury are posted in the OTHER col-
umn. (See fig 4–11 for a sample of a completed DA Form 4395
showing COP.)

(2) Because COP leave is used instead of sick leave or annual
leave, it must be posted in full hour increments.

4–11. Disability leave (code “D”)
Leave granted to an employee who is pending separation for disabil-
ity retirement may be taken as sick leave, annual leave, or LWOP.
However, only those hours that are paid as sick leave are reported
on the DA Form 4395 as disability leave. Sick leave must also be
posted in cc 63–65 on the front of the form. Only code “D” and
disability leave hours reported are posted on the PAY PERIOD
TOTAL line. (See fig 4–12 for a sample of a completed DA Form
4395 showing disability leave.)

4–12. Maternity leave (code “M”)
Leave granted to an employee for maternity reasons (doctor’s ap-
pointments, hospital confinement, and recovery at home) may be
taken as sick leave, annual leave, or LWOP. However, only those
hours that are paid as sick leave are reported on the DA Form 4395
as maternity leave. Sick leave must also be posted in cc 63–65 on
the front of the form. Only code “M” and maternity hours reported
are posted on the PAY PERIOD TOTAL line. Posting for maternity
leave is the same as disability leave.

4–13. Funeral leave (code “O”)
a. Definition. Funeral leave is granted to employees to make

arrangements for, or attend, the funeral of an immediate relative
who dies from disease or injury while on active duty in a combat
zone. Immediate relatives are the employee’s—

(1) Spouse and his or her parents.
(2) Children, including adopted children, and their spouses.
(3) Parents.
(4) Brothers and sisters and their spouses.
(5) Any person related by blood or marriage whose close associa-

tion with the deceased was the equivalent of a family relationship.
b. Entitlement. An employee is entitled to no more than 3 work-

days of leave without loss of pay to which he or she is otherwise
entitled.

4–14. Blood donation (code “O”)
Employees who donate blood will be authorized excused leave. The
maximum excusal time will not exceed 4 hours, except in unusual
cases as defined in installation policy. The 4 hours is for recupera-
tion purposes and must be used on the day blood is donated. When
the employee must travel a long distance or when unusual need for
recuperation occurs, up to an additional 4 hours may be authorized.
Excused leave is authorized for employees who volunteer as blood
donors without compensation to—

a. The American Red Cross.
b. Military hospitals.
c. Blood banks.
d. Emergency calls for needy individuals.

4–15. Law enforcement leave (code “O”)
a. Employees in the Army National Guard or U.S. Army Reserve

are authorized up to 22 workdays each calendar year for law en-
forcement leave. This is not charged to annual leave. Annual leave or
military leave cannot be substituted for law enforcement leave, even
if it results in loss of annual leave.

b. Any amount (other than travel, transportation, or per diem
allowance)received by the employee for law enforcement leave for
normal workdays will be credited against the amount payable with
respect to the civilian position for the same period.

c. The employee must provide the payroll office a copy of the
pay voucher received for performing law enforcement duties.

4–16. Home leave (code “O”)
a. Generally, an employee is entitled to home leave when he or

she has completed a basic service period of 24 months of continu-
ous service abroad.He or she must meet the requirements for accu-
mulation of a maximum of 45 days of annual leave.

b. The civilian personnel office determines the earning rate of
home leave for eligible employees. There is no maximum amount of
home leave that may accrue to an employee’s credit.

c. The minimum charge for home leave is 1 day and additional
charges are in multiples of 1 day. (See fig 4–13 for a sample of a
completed DA Form 4395 showing home leave.) Home leave re-
quested and taken will be documented according to local policy.

4–17. Other excused absences (code “O”)
a. An excused absence is an absence from duty administratively

authorized without loss of pay or charge to leave. Ordinarily, ex-
cused absences are authorized on an individual basis, except where
an installation is closed, or a group of employees is excused from
work for various reasons.

b. The following types of leave are included:
(1) Taking examinations for the employee’s current position.
(2) Attending conferences or conventions. (Maximum excusal is

5 workdays per calendar year.)
(3) Representing employee organizations.
(4) Participation in a military funeral. (Maximum excusal is 4

hours.)
(5) Civil defense activities. (Maximum excusal is 40 hours in a

calendar year.)
(6) Registration and voting.
c. Consult installation regulations for the various types of admin-

istrative leave authorized and the authorization documents required.

4–18. Environmental differential pay for WG employees
a. Entitlement. The CPO determines the entitlement to environ-

mental differential pay (EDP). The CPO must furnish a list to the
payroll office of all employees who are authorized EDP and the
appropriate percentage.

b. Payment.
(1) The amount of EDP that is payable is determined by multi-

plying the percentage rate authorized for the exposure by the basic
hourly rate of a WG 10 step 2. That amount is then multiplied by
the number of EDP hours to be paid.

(2) EDP is included as part of the employee’s basic rate of pay
for computation of overtime, holiday pay, Sunday premium, and the
amount of retirement and life insurance deductions.

(3) EDP is paid either on the basis of actual exposure or on the
basis of hours in a pay status, depending on the type of exposure.

(4) When an employee is entitled to a differential that is paid on
an actual exposure basis, he or she shall be paid a minimum of 1
hour’s differential for each exposure. However, when more than one
exposure occurs within the same hour, the employee shall be paid
only the exposure that results in the highest differential. When
entitlement continues beyond 1 hour, the employee will be paid in
quarter hour increments for each 15 minutes and portion thereof in
excess of 15 minutes.

c. Posting to DA Form 4395. Follow guidance below for posting
EDP. (See fig 4–14 for a sample of a completed DA Form 4395
showing EDP.)

(1) Post EDP in increments of quarter hours.
(2) Enter the EDP code in cc 41 and/or 46 and the number of

hours in cc 42–45 and/or cc 47–50. EDP/HDP codes are shown in
table 4–2. If two types of EDP hours are worked, enter one type in
each field showing the appropriate type and the number of hours. If
more than two types of EDP hours are worked, enter the highest
percent exposure in the first field (cc 41–45) and the other types in
the second field (cc 46–50).
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Table 4–2
EDP/HDP codes

Code Percentage

A 100
C 50
E 25
F 15
G 8
H 4
J (see note)
K 6

Notes:
1 Used only on the PAY PERIOD TOTAL line when more than one code is
reported.

4–19. Hazardous duty pay (HDP) for GS employees
a. Entitlement. The CPO determines the entitlement to HDP.The

CPO must furnish a list to the payroll office of all employees who
are authorized HDP and the appropriate percentage.

b. Payment.
(1) The amount of HDP that is payable is determined by multi-

plying the percentage rate authorized for the exposure by the em-
ployee’s hourly rate of pay. That amount is then multiplied by the
number of HDP hours to be paid.

(2) HDP is not included as part of the employee’s basic rate of
pay for computation of overtime, holiday pay, Sunday premium, or
the amount of retirement and life insurance deductions.

(3) HDP is paid for all hours in a pay status the day on which the
exposure occurs.

(4) Payment of EDP is not subject to the limit placed on other
premium pay. (The limit states a GS employee’s basic pay, plus
premium pay, cannot exceed the rate of a GS–15 step 10 in any pay
period.)

(5) HDP may not be more than 25 percent of the employee’s rate
of basic pay.

c. Posting to DA Form 4395. Follow procedures in paragraph
4–18c. (See fig 4–15 for a sample of a completed DA Form 4395
showing HDP.)

Chapter 5
Time and Attendance Reporting for Overseas
Teachers

5–1. General
This chapter governs special reporting requirements, not previously
discussed, for teacher personnel assigned in Europe. It is not in-
tended for any other personnel.

5–2. DA Form 4395 (Time and Attendance Report)
This form is used for reporting time worked and leave taken. It
requires the use of both sides.

5–3. Entries
a. All time recorded on the front side of the DA Form 4395 for

hours worked or leave taken will normally be in increments of 4
hours—1 day or one-half day—except additional hours worked that
will be recorded in 1 hour increments.

b. Daily hours will be shown as a whole number for any hours
worked (form example, 8, 4). The PAY PERIOD TOTAL will be
shown as a four-digit number with the last digit being the fractional
code per paragraph 2–11b (for example, 0800, 0400).

c. All payable hours in the basic workweek will be accounted for
in the 1 ST SHIFT field and will include paid leave. Exclude
AWOP hours.

d. For full-time teachers, show 8 hours in the 1 ST SHIFT field

for each workday including days on paid leave. For part-time teach-
e r s  a n d  k i n d e r g a r t e n  t e a c h e r s  o n  h a l f - d a y  s e s s i o n s ,  s h o w  t h e i r
regularly scheduled tour and post 4 hours daily including days on
paid leave. Substitute teacher hours, if any, will be posted for either
4- or 8-hour periods each day work was performed. (See fig 5–1 for
a sample of a completed DA Form 4395 for a substitute teacher.)

e. Full-time and part-time teachers will be paid for each calendar
day that is a regularly scheduled holiday, including the winter and
spring recess periods. These hours will be recorded in the 1 ST
SHIFT column on the front side of the DA Form 4395 with the
REMARKS SEE REVERSE block checked. The reverse side of the
form will show all these holiday and recess hours under OTHER
with the code “O.” (See fig 5–2 for a sample of a completed DA
Form 4395 showing holiday leave for a teacher.)

5–4. Submission
a. A DA Form 4395 must be submitted for each pay period for

each teacher, including substitute teachers. Reports for the latter will
be submitted even though no work was actually performed. A nota-
tion will be made in the REMARKS block to the effect that the
employee did not perform work during the pay period. Failure to
submit reports to meet due dates may delay payment to teachers.

b. After completion and certification by the supervisor, DA Form
4 3 9 5 ’ s  w i l l  b e  d e l i v e r e d  t o  t h e  2 6 6 t h  T h e a t e r  F i n a n c e  C e n t e r ,
E u r o p e ,  C i v i l i a n  P a y  O p e r a t i o n s ,  P a y r o l l  D i v i s i o n ,  A P O  N Y
09007–0137, or other locally designated place, not later than 1200
on the first workday following the close of the pay period. DA
Form 4395’s for teachers separated on other than the last day of the
pay period will be submitted immediately following the last duty
day.

c. Mailed DA Form 4395’s must be in the Civilian Pay Opera-
tions office not later than the close of business Monday following
the end of the pay period; or, when Monday is a nonworkday, by
1200 on the first workday thereafter.

5–5. Posting to the front side of the DA Form 4395
In addition to the procedures covered in chapter 3, the following
instructions are provided for posting the DA Form 4395 for teacher
personnel:

a. DIC. (cc 1–3). Enter “ZYB.”
b. DEP. CD. (cc 4). Enter “20A” for regular teachers and “24A”

for substitute teachers.
c. SH. CD. (cc 16). Leave blank.
d. 1 ST SHIFT (cc 17–20). Enter payable hours for both regular

time worked and authorized paid leave. In making daily entries,
teacher hours will be reported in increments of 4 hours. In comput-
ing the PAY PERIOD TOTAL line, however, the fraction code “O”
will be used to denote no fraction hours.

e. ND (GS), 2 ND SHIFT, and 3 RD SHIFT (cc 21–32). Leave
blank.

f. OVERTIME HRS, 1 SH. (cc 33–36). Enter additional teacher
hours in increments of 1 hour payable for duty as dormitory super-
visor not to exceed 10 hours in the pay period. (See fig 5–3 for a
sample of a completed DA Form 4395 showing additional teacher
hours).

g. OVERTIME HRS., 2 SH., and 3 SH. (cc 37–44). Leave blank.
h. SUN. PREM., 1 SH., 2 SH., and 3 SH. (cc 45–50). Leave

blank.
i. HOL. HRS. WKD. (cc 51–54). Leave blank.
j. COMP. HRS. WKD. (cc 55–58). Leave blank.
k. LEAVE TAKEN—ANN. (cc 59–62). Leave blank.
l. LEAVE TAKEN—SICK (cc 63–65). Enter teacher leave in

increments of 4 hours. (See fig 5–4 for a sample of a completed DA
Form 4395 showing teacher leave.) In the case of teachers who use
leave that was earned under another leave system, enter such leave
taken in the REMARKS block for manual processing by the payroll
clerk.

m. LEAVE TAKEN—COMP. (cc 66–69). Enter teacher’s any
purpose leave (APL) taken in whole hours. The PAY PERIOD
TOTAL line should show a four-digit total using the fraction code
“O” to indicate no fraction hours. For example, 8 hours APL would
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be recorded as 0080 on the PAY PERIOD TOTAL line. (See fig
5–5 for a sample of a completed DA From 4395 showing a teach-
er’s any purpose leave.)

n .  P r o m i n e n t l y  c h e c k  R E M A R K S  S E E  R E V E R S E  b l o c k  i f
applicable.

o. PAY PERIOD TOTAL. Enter the total for each column that
shows daily entries. 1 ST SHIFT totals will be shown as a four-digit
number with the last digit code for no fractional hours. (See d
a b o v e . )                                  A W O P  h o u r s  w i l l  c a u s e  a  r e d u c t i o n  i n  p a y a b l e  h o u r s .
Teacher leave (sick leave) taken will be recorded on the PAY
PERIOD TOTAL line without the fraction code. All other totals will
show the fraction code “O”.

5–6. Posting to the reverse side of the DA Form 4395
This side of the form will be left blank unless TA actions occur
during the reporting period pertaining to the respective columns on
the reverse side, such as AWOPs and certain absences with pay. If
so, the reverse side will be completed as stated below.

a. Card columns 1–15. Complete, if necessary, in the same man-
ner as the front of the form except that “ZVT” will be entered.

b. TOUR OF DUTY. Leave blank.
c. SH. CD (cc 16). Leave blank.
d. AWOP–CD. and HRS. (cc 17–21). Enter the code to identify

the specific type of AWOP in cc 17. (See para 4–4 for the different
types of AWOP.) Periods of AWOL are charged in multiples of 15
minutes; however, the teacher will be carried in a teacher’s leave or
LWOP status for either a one-half or full-day period as appropriate.

e. OTHER—CD. and HRS. (cc 22–26). Enter the code to identify
the specific type of leave and the number of hours in either one-half
or full-day periods. Table 5–1 lists each type of other leave to be
posted for teachers. The 1 ST SHIFT column hours on the front side
of the DA Form 4395 will not be reduced by the hours entered
under OTHER. (See fig 5–6 for a sample of a completed DA Form
4395 showing a teacher on emergency leave. Fig 5–7 shows a
sample DA Form 4395 that reflects Christmas recess for teachers.)
Note. 
Maternity leave and emergency leave will also be recorded as

teacher’s leave, cc 63–65 (sick leave column)on the front of the
form.

f. LSL and HOURS (cc 27–31). Leave blank.
g. MISC. HRS. CD. and MISC. HRS. (cc 32–36). Leave blank.
h. MIL. LV. DAYS (cc 37–38). Enter military leave days used

including nonworkdays within a period of active duty. Card col-
umns 17–20 of the front of the DA Form 4395 and cc 22–26 of the
reverse side of the form will also be completed. Provide explanation
of leave in the REMARKS block and forward substantiating docu-
ments per paragraph 4–8.

i. Card columns 39–50. Leave blank.
j. REMARKS. Enter any notes or information necessary to ex-

plain or clarify data recorded on the DA Form 4395. (May include
any pertinent information regarding pending actions also.)

Table 5–1
Other leave for teachers

Code Designation

E Emergency or rescue leave taken.
C Court leave taken.
D Disability leave taken.
M Maternity leave taken.
O Other leave taken. (See note)

Note:
1 Military leave, holiday leave, teacher’s recess periods, or combination of
above.
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Table 2–1
Pay and leave entitlements

Employee Entitlements

Law
Night Shift Sun Hol Hol Enf Admin

Type of appointment Diff1 Diff Prem LV2 Work3 HDP EDP AL SL CL ML Lv Lv LSL

GS Full-time permanent X O X X X X O X X X X X X X

GS Full-time temporary
(1 year or more)

X O X X X X O X X X X O X X

GS Full-time temporary
(90 days or more)

X O X X X X O X X X O O X X

GS Full-time temporary
(Less than 90 days)

X O X X X X O O X X O O X O

GS Part-time permanent X O O X X X O X X X X5 O X X

GS Part-time temporary
(1 year or more)

X O O X X X O X X X X5 O X X

GS Part-time temporary
(90 days or more)

X O O X X X O X X X O O X X

GS Part-time temporary
(less than 90 days)

X O O X X X O O X X O O X O

GS Intermittent X6 O O O O4 X O O O O O O O O

WG Full-time permanent O X X X X O X X X X X X X X

WG Full-time temporary
(1 year or more)

O X X X X O X X X X X O X X

WG Full-time temporary
(91 days or more)

O X X X X O X X X X O O X X

WG Full-time temporary
(90 days)

O X X O O4 O X X X X O O O X

WG Full-time temporary
(less than 90 days)

O X X O O4 O X O X X O O O O

WG Part-time permanent O X O X X O X X X X X5 O X X

WG Part-time temporary
(1 year or more)

O X O X X O X X X X X5 O X X

WG Part-time temporary
(91 days or more)

O X X X X O X X X X O O X X

WG Part-time permanent
(90 days)

O X O O O4 O X X X X O O O X

WG Part-time temporary
(Less than 90 days)

O X O O O4 O X O X X O O O O
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Table 2–1
Pay and leave entitlements—Continued

Employee Entitlements

Law
Night Shift Sun Hol Hol Enf Admin

Type of appointment Diff1 Diff Prem LV2 Work3 HDP EDP AL SL CL ML Lv Lv LSL

WG Intermittent O X O O O4 O X O O O O O O O

MIN Student aid part-time X O O X X O O X X X O O X X
WAGE (Temp 91 days or more)

MIN Student aid part-time X O O O O4 O O X X X O O O X
WAGE (Temp 90 days)

MIN Student aid part-time X O O O O4 O O O X X O O O O
WAGE (Temp less than 90 days)

MIN Student aid X O O O O4 O O O O O O O O O
WAGE intermittent

MIN Summer aid full-time X O X X X O O X X X O O X X
WAGE (Temp 91 days or more)

MIN Summer aid full-time X O X O O4 O O X X X O O O X
WAGE (Temp 90 days)

MIN Summer aid full-time X O X O O4 O O O X X O O O O
WAGE (Temp less than 90 days)

Legend:
X=Employee is entitled
O=Employee is not entitled

Notes:
1 The employee’s duty hours must be scheduled prior to beginning of the administrative workweek in which the work is to be done.
Night differential is also paid for overtime hours worked during a night differential period-provided the exact date and hours to be worked were scheduled prior to the
beginning of the administrative workweek.
2 Holiday leave applies only to the hours of duty regularly scheduled to be worked on the holiday.
3 Premium pay for holiday hours worked is payable only for the hours of duty regularly scheduled to be worked on the holiday.
4 Hours worked on the holiday are compensated at the basic rate of pay only.
5 Part-time career employees (16- to 32-hour tour per week) are entitled to leave on a prorated basis.
6 Night differential is payable only when the employee is temporarily assigned to a regularly scheduled TOD that includes night work (1800-0600).
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Table 4–1
Determining holidays to be observed

A B
_________________________________________ ____________________________________________

and employee’s days off in the administrative
If the holiday falls on workweek in which the holiday falls are then the holiday is observed on

Sunday Sunday and Saturday Monday
Sunday and Monday Tuesday
Monday and Tuesday Sunday
Tuesday and Wednesday Sunday
Wednesday and Thursday Sunday
Thursday and Friday Sunday
Friday and Saturday Sunday

Monday Sunday and Saturday Monday
Sunday and Monday Preceding workday
Monday and Tuesday Wednesday
Tuesday and Wednesday Monday
Wednesday and Thursday Monday
Thursday and Friday Monday
Friday and Saturday Monday

Tuesday Sunday and Saturday Tuesday
Sunday and Monday Tuesday
Monday and Tuesday Sunday
Tuesday and Wednesday Thursday
Wednesday and Thursday Tuesday
Thursday and Friday Tuesday
Friday and Saturday Tuesday

Wednesday Sunday and Saturday Wednesday
Sunday and Monday Wednesday
Monday and Tuesday Wednesday
Tuesday and Wednesday Monday
Wednesday and Thursday Friday
Thursday and Friday Wednesday
Friday and Saturday Wednesday

Thursday Sunday and Saturday Thursday
Sunday and Monday Thursday
Monday and Tuesday Thursday
Tuesday and Wednesday Thursday
Wednesday and Thursday Tuesday
Thursday and Friday Saturday
Friday and Saturday Thursday

Friday Sunday and Saturday Friday
Sunday and Monday Friday
Monday and Tuesday Friday
Tuesday and Wednesday Friday
Wednesday and Thursday Friday
Thursday and Friday Wednesday
Friday and Saturday Following workday

Saturday Sunday and Saturday Friday
Sunday and Monday Saturday
Monday and Tuesday Saturday
Tuesday and Wednesday Saturday
Wednesday and Thursday Saturday
Thursday and Friday Saturday
Friday and Saturday Thursday
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Figure 2-1. Sample of a properly certified DA Form 4395

Figure 2-2. Sample of a completed DA Form 4395 showing a supervisor’s correction
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Figure 2-3. Sample of a completed DA Form 4395 for an intermittent employee— no hours worked
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Figure 2-4. Sample of a completed DA Form 4395 showing a separation before the end of the pay period
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Figure 2-5. Sample of a completed DA Form 4395 for a separated employee—prior pay period
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Figure 2-6. Sample of a corrected DA Form 4395
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Figure 2-7. Sample of a supplemental DA Form 4395
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Figure 2-8. Sample of a completed DA Form 4395 for a compressed schedule: 4 10-hour workdays in each workweek
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Figure 2-9. Sample of a completed DA Form 4395 for a compressed schedule: 5–4/9 Plan
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Figure 2-10. Sample of a completed DA Form 4395 for a flexitime schedule
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Figure 2-11. Sample of a completed DA Form 4395 showing credit hours
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Figure 3-1. Sample of a completed DA Form 4395 for a firefighter
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Figure 3-2. Sample of a completed DA Form 4395 for a consultant
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Figure 3-3. Sample of a completed DA Form 4395 for a WG employee—shift differential
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Figure 3-4. Sample of a completed DA Form 4395 showing night differential and leave taken
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Figure 3-5. Sample of a completed DA Form 4395 showing overtime and night differential: GS employee
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Figure 3-6. Sample of a completed DA Form 4395 for a GS intermittent employee with overtime hours

Figure 3-7. Figure 3-7. Sample of a completed DA Form 4395 for a WG intermittent employee with overtime hours
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Figure 3-8. Sample of a completed DA Form 4395 for a part-time employee with overtime hours
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Figure 3-9. Sample of a completed DA Form 4395 showing overtime for less than a 40-hour workweek
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Figure 3-10. Sample of a completed DA Form 4395 showing compensatory hours worked and taken
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Figure 3-11. Sample of a completed DA Form 4395 showing Sunday premium pay—irregular TOD
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Figure 3-12. Sample of a completed DA Form 4395 showing Sunday premium hours and leave taken
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Figure 3-13. Sample of a completed DA Form 4395 showing holiday work, holiday leave, and overtime
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Figure 3-14. Sample of a completed DA Form 4395 showing holiday hours worked
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Figure 3-15. Sample of a completed DA Form 4395 showing fractional leave taken
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Figure 3-16. Sample of a completed DA Form 4395 showing advance sick leave
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Figure 4-1. Sample of a completed DA Form 4395 showing approved LWOP
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Figure 4-2. Sample of a completed DA Form 4395 showing AWOL hours
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Figure 4-3. Sample of a completed DA Form 4395 showing suspension of an employee
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Figure 4-4. Sample of a completed DA Form 4395 showing LWOP due to workers’ compensation
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Figure 4-5. Sample of a completed DA Form 4395 for a part-time employee with holiday leave
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Figure 4-6. Sample of a completed DA Form 4395 showing holiday leave and court leave—irregular TOD
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Figure 4-7. Sample of a completed DA Form 4395 showing military leave for a firefighter
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Figure 4-8. Sample of a completed DA Form 4395 showing military leave taken by an employee other than a firefighter
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Figure 4-9. Sample of a completed DA Form 4395 showing showing restored annual leave
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Figure 4-10. Sample of a completed DA Form 4395 showing light duty COP for an employee
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Figure 4-11. Sample of a completed DA Form 4395 showing COP for an employee
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Figure 4-12. Sample of a completed DA Form 4395 showing disability retirement for an employee
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Figure 4-13. Sample of a completed DA Form 4395 showing home leave for an employee
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Figure 4-14. Sample of a completed DA Form showing EDP for a WG employee
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Figure 4-15. Sample of a completed DA Form 4395 showing HDP for a GS employee
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Figure 5-1. Sample of a completed DA Form 4395 for a substitute teacher
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Figure 5-2. Sample of a completed DA Form 4395 showing holiday leave (teachers only)

57DA PAM 37–2 • 6 January 1988



Figure 5-3. Sample of a completed DA Form 4395 showing additional hours (teachers)
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Figure 5-4. Sample of a completed DA Form 4395 showing teacher leave
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Figure 5-5. Sample of a completed DA Form 4395 showing teacher’s any purpose leave
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Figure 5-6. Sample of a completed DA Form 4395 showing emergency leave (teachers only)
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Figure 5-7. Sample of a completed DA Form 4395 showing Christmas recess (teachers only)
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Glossary

Section I
Abbreviations

AL
annual leave

APL
any purpose leave

AWOL
absent without leave

AWOP
absent without pay

AWS
alternate work schedule

CL
court leave

COP
continuation of pay

CPO
civilian personnel office

EDP
environmental differential pay

EOD
entered on duty

FECA
Federal Employees’ Compensation Act

FLSA
Fair Labor Standards Act

GS
General Schedule

HDP
Hazardous duty pay

LWOP
leave without pay

ML
military leave

OASA(FM)
Office of the Assistant Secretary of the Army
for Financial Management

OWCP
Office of Workers’ Compensation

PCN
payroll control number

SL
sick leave

SSN
social security number

STARCIPS
Standard Army Civilian Payroll System

TA
time and attendance

TDY
temporary duty

TOD
tour of duty

WG
wage grade

Section II
Terms

Administrative leave
A b s e n c e s  f r o m  r e g u l a r l y  a s s i g n e d  d u t i e s
without charge to annual leave, sick leave, or
compensatory leave. Examples of administra-
t i v e  l e a v e  a r e  c o u r t  l e a v e ,  h o l i d a y  l e a v e ,
blood donor leave, and so forth.

Call back overtime
Payment of 2 hours of overtime when an
employee is required to return to his or her
place of employment for unscheduled over-
time work or he or she works unscheduled
overtime on a nonscheduled workday.

Corrected DA Form 4395
A DA Form 4395 required to be submitted to
the civilian payroll office any time data on
the original form needs to be corrected.

Installation policy
Policy established by an installation that is
unique to that installation.

Majority of hours
The number of whole hours greater than one-
half (including meal breaks).

Night work period
G e n e r a l l y ,  h o u r s  o f  w o r k  f a l l i n g  b e t w e e n
1800 one day and 0600 the following day
(excluding the meal period).

Positive hours reporting
On the PAY PERIOD TOTAL line, the total
of each column posted without the zero fill
requirement.

Regularly scheduled overtime
T h o s e  h o u r s  t h a t  w e r e  s c h e d u l e d  t o  b e
worked prior to the beginning of the adminis-
trative workweek. (The exact date and clock
hours the work is to be done must be sched-
u l e d  f o r  e a c h  e m p l o y e e  a n d  t h e  o v e r t i m e
must be worked during the scheduled hours.)

Supervisor
An employee of an agency that has the au-
thority to hire, transfer, suspend, lay off, re-
call, promote, discharge, assign, reward, or
discipline other employees.

Supplemental DA Form 4395
A DA Form 4395 required to be submitted to
add overtime, compensatory time, or holiday
hours worked which were omitted from a
previously submitted form.

Timekeeper
A n  e m p l o y e e  w h o  m a i n t a i n s  D A  F o r m
4395’s.

Tour of duty
The hours of duty an employee is scheduled
to work.

Section III
Special Abbreviations and Terms
There are no special terms.
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Index
T h i s  i n d e x  i s  o r g a n i z e d  a l p h a b e t i c a l l y  b y
topic and by subtopic within topic.

Topics and subtopics are identified by par-
agraph number.

Absence without leave. See Leave, AWOL
Administrative leave. See Leave, adminis-

trative
Alternate work schedules, 2–12
Annual leave. See Leave, annual
Application for leave, 2–5, 3–8, 3–11, 3–12,

4–9

Callback overtime, 3–7
Certification. See TA reporting, certifica-

tion
C o m p e n s a t o r y  h o u r s  w o r k e d  a n d  t a k e n ,

3–8
Compressed work schedule. SeeAlternate

work schedules
Consultant, 3–2
Continuation of Pay, 4–10
Corrected DA Form 4395. See TA report-

ing, Corrected DA Form 4395
Court leave. See Leave, court
Credit hours. See Alternate work sched-

ules

Daily entries, 2–3
Daylight saving time, 2–7

Environmental differential pay, 4–18

Flexitime. See Alternate work schedules

Hazardous duty pay, 4–17
Holiday hours worked, 3–10
Home leave, 4–16

Intermittent employees, 2–6

Jury fees, 4–7

Leave:
Administrative, 4–16
Advances, 3–11, 3–12
Annual, 3–11
AWOL, 4–4
AWOP, 4–4
Blood donor, 4–14
Court, 4–7
Disability, 4–11
Funeral, 4–13
Holiday, 4–6
Law enforcement, 4–15
LWOP, 4–4
Maternity, 4–12
Military, 4–8
Restored annual, 4–9
Sick, 3–12
Suspension, 4–4
Workers’ Compensation, 4–4

Light duty COP. See Continuation of pay
LWOP. See Leave, LWOP

Maternity leave. See Leave, maternity
Medical certificate, 3–12
Military leave. See Leave, military

New employees, 3–1
Night differential, 3–5

Overtime, 3–7

Religious compensatory time, 3–8

Restored annual leave. See Leave, restored
annual

Shift differential, 3–4
Sick leave. See Leave, sick
Sunday premium, 39
Supervisor’s checklist, 2–5
S u p p l e m e n t a l  D A  F o r m  4 3 9 5 .  S e e T A

reporting, Supplemental DA Form 4395

TA reporting:
Certification, 2–4, 2–5
Clock hours, 2–10
Codes, 2–11
Corrected DA Form 4395, 2–8
Submission, 2–6
Supplemental DA Form 4395, 2–9

Teachers:
Additional teacher hours, 5–4
Any purpose leave, 5–5
Christmas recess, 5–6
Substitute teachers, 5–3, 5–4
Teacher’s leave, 5–5

Timekeeper’s duties, 2–2
Tour of duty, 3–2, 4–2

Workers’ compensation, 4–4
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